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OVERVIEW: Windows users who wish to print to a shared network printer first need to add the printer to

Windows. You may add a printer at any of our networked printer locations, but it is your best interest to add the
printer that is in your proximity.

To add a network printer, please follow the steps listed below:

1. Click on your Start button that is located in the lower left area of your screen.
2. Next, select and click on the Search icon in your Start menu.
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3. The “Search Results” window will now open.

4. In the “Search Results” window, you will be prompted with the question, “What do you want
to search for?” on the left side of the window.

File Edit Miew Faworites Tools  Help a.

.\_;l Back, '\‘_;l l@ p Search ‘Il_ Falders v

Address |;| Search Results 4 | e

Search Companian X MName In Folder
To start vour search, Follow the instroctions in the left pane,

What do you want to search
for?
Pictures, music, or video

Dacuments {word
processing, spreadsheet,
eke.)

Al files and Folders

Prinkers, compukers, or
people

@) InFormation in Help and
Support Center

‘fou may also wank ko,
Q Search the Internet
Change preferences

5. Inresponse to the question, click Printers, computers, or people.

You will then be prompted to select what you are looking for. Select “a printer on the
network”

7. The “Find Printers” window will now launch.

<% Find Printers
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Stop
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8. Inthe Name field, type in the two letters that represent the desired campus printer location
(shown below):

al | Allegheny Campus

aw | Airport West Center
bc | Braddock Hills Center
bp | Bethel Park Center

bo | Boyce Campus

co | College Office

dt | Downtown Center

hb | Homewood-Brushton Center

no | North Campus

nt | Neville Technology Center

so | South Campus

wc | Washington Crown Center

wh | West Hills Center

9. After entering the letters that represent the campus location, click the Find Now button.

10. Once the Find Now button has been clicked, the available network printers will auto populate
in the window.

“2f Find Printers
File Edit Wiew Help

In: @ Ertire Directory il
Printers | Features || Adwvanced
Mame: ﬂl
Location:
Clear all
Model:
Mare Locakion bt

Eﬁ.ﬁ.L RM 5120 als1z20b HP LaserJet S1500 PCL
Eﬁ.ﬂL RM 5320 als320a HP LaserJet 5150 PCL
Eﬁ.ﬂL RM M3Z24 alm324a HP Laser Jet 3150 PCL
E_:ﬁ.ﬂ\.L RM 5120 als120c HP LaserJek 81500 PCL
Eﬁ.ﬁ.L RIM 5130 als130a HP LaserJet S150M
Eﬁ.ﬁ.L RM 1212 aliz1Za HP Laserlet 5150 PCL
Eﬁ.ﬂL RM 5120 als120d HP LaserJet 8150 PCL
Eﬁ.ﬂ\.L RM ME13 almiel3a HP Laserlet 8150 PCL
<

Allegheny Campus, Sktudent S
allegheny Campus, Sktudent S
allegheny Campus, Mikon Hall
Allegheny Campus, Skudent S
Allegheny Campus, 1st Floor,
allegheny Campus, Jones Hall
allegheny Campus, Sktudent S
|.C\||egheny Zampus, Milkon Hall, 6th

>
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11. In the area of the window where the available network printers auto populated, find your
desired printer and double-click on the printer.

12. A connecting to window will now appear (shown below).

Connecting to AL LAB W313 abw313a HP Laser... E'

13. Once the connecting to window has disappeared, the printer has been added. You may now
print to the newly added printer.
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